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INTRODUCTION 


I  . 


The  green  paper  Equal  Opportunity  for  Women  in 
Ontario:  A  Plan  for  Action,  published  in  June  1973, 
recognized  the  need  to  establish  an  Equal  Opportunity 
program  for  women  in  the  Ontario  Public  Service. 
Accordingly,  it  is  now  the  Province's  policy  that 
women  shall  have  equal  opportunity,  equal  access  to 
all  positions  and  to  all  training,  promotional  and 
developmental  opportunities,  in  the  OPS.  However, 
in  addition  to  ensuring  equal  opportunity  in  the 
future,  the  government  decided  to  take  affirmative 
action,  positive  steps  to  redress  the  historical 
imbalances  which  have  resulted  in  the  under-utilizati 
of  women. 


In  September,  1974,  the  Management  Board  of 
Cabinet  issued  guidelines  to  assist  the  Ministries  in 
preparing  their  Affirmative  Action  plans.  The  plan 
prepared  by  T.E.I.A.  in  response  to  those  guidelines 
was  finalized  in  September,  1975.  That  document, 
which  established  a  very  thorough  and  comprehensive 
three  year  action  plan,  provided  an  example  for  the 
other  Ministries  to  follow. 

In  April  1977,  recognizing  that  the  slow  rate  of 
improvement  in  the  occupational  status  of  women  employees 
required  the  continuation  and  extension  of  positive 
Affirmative  Action  steps,  Management  Board  issued  a 
second  set  of  guidelines  to  the  Ministries.  These 
guidelines  direct  the  Ministries  "to  continue  an 
Affirmative  Action  program  for  the  next  three  years, 
and  to  place  their  affirmative  action  plans  on  M3R  for 
a  minimum  of  three  years,  starting  in  the  fiscal  year 
197  7  /  78  ".-^  The  following  action  plan  takes  into 
account  the  new  guidelines.  There  are  some  new  initiatives, 
but  for  the  most  part  it  is  a  reaffirmation  of  continued 
support  for  the  Affirmative  Action  program  and  the  many 
activities  T.E.I.A.  has  initiated  during  the  last 
two  and  a  half  years. 

It  was  originally  anticipated  that  by  the  fall 
of  1976  this  program  would  be  integrated  into  on-going 
Ministry  programs.  This  has  not  occurred  as  setbacks 
encountered  through  the  Government -wide  constraint 
program  have  delayed  implementation.  It  is  now  the 
intention  of  the  Ministry  to  integrate  the  planning 
process  for  Affirmative  Action  with  the  planning  cycle 
for  the  estimates,  human  resource  development  and  staff 
training  budgets  by  the  fall  of  1977. 

The  Ministry  realizes  the  importance  of  Affirmative 
Action  and  understands  that  there  is  continuing  need 
to  monitor  the  implementation  of  the  Ministry  Plan 
and  to  provide  impetus  to  the  programs  which  have  been 
designed  to  meet  the  special  needs  of  women. 

It  has  always  been  the  intention  of  the  Ministry 
to  phase  out  the  Office  of  the  Women's  Coordinator 
entirely  once  the  program  has  become  an  accepted  part 
of  normal  procedures.  After  a  very  thorough  review,  it 
has  been  decided  that. the  role  of  Women's  Coordinator, 
although  still  of  high  priority,  can  now  be  continued 
effectively  on  a  part-time  basis.  This  decision  was 
based  on  the  success  of  the  program  to  date  and  the 
creation  of  a  position  in  the  Ministry  of  a  full  time 
Human  Resources  Coordinator. 

^  Directive  on  Affirmative  Action  for  Women  Crown  Employees 
April  1977  to  March  1980,  p.2. 
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The  Women's  Coordinator  will  work  closely  with  the  HRD  Coordinator 
and  the  Personnel  Branch  in  an  attempt  to  simplify  the  process 
by  minimizing  the  administrative  workload. 


RESPONSIBILITIES 


II  . 


It  would  seem  appropriate  to  confirm  who  is,  in 
fact,  responsible  for  Affirmative  Action  in  the  Ministry. 

1 .  Deputy  Minister 

The  ultimate  responsibility  for  the  program  rests 

with  the  Deputy  Minister.  His  visible  support  of  the 
program  via  policy  statements  and  personal  involvement  in 
Affirmative  Action  planning  and  evaluation  is  vital  for 
the  enduring  success  of  the  program. 

2 .  Manager  s 

The  actual  responsibility  for  the  implementation 
of  Affirmative  Action  and  the  accountability  for  results 
rests  with  each  manager,  from  first  line  supervisor  up. 

The  role  of  the  manager  has  been  fully  detailed  in 
App  endix  1 . 

In  summary,  it  is  the  manager’s  responsibility  to: 

a)  remove  existing  barriers,  or  discriminatory 
practices  preventing  equal  opportunity  in  the 
Branch  with  regard  to  hiring,  promotion,  staff 
training,  communication,  privileges,  salaries, 
other  benefits  and  work  environment; 

b)  identify  female  employees  with  further  potential, 
and  assist  them  in  career  planning; 

c)  analyse  the  functions  and  responsibilities  of 
jobs  within  the  Branch  to  broaden  the  scope  of 
job  opportunities  through  job  enrichment,  job 
rotation,  the  creation  of  bridging  jobs,  and 
the  elimination  of  dead-end  jobs. 

3 .  Women's  Coordinator 

The  Management  Board  Guidelines  state  that  "effective 
program  delivery  requires  that  one  senior  manager  be 
assigned  overall  responsibility  for  program  planning, 
coordination  and  evaluation".  The  specific  responsibilities 
of  the  Women's  Coordinator  are: 

a)  to  assist  managers  in  f  o  rmu lating  and  implementing 
their  affirmative  action  goals; 

b)  to  assist  in  the  development  and  coordination  of 
special  programs  for  women  employees; 

c)  to  coordinate  the  establishment  of  goals  and  time¬ 
tables  for  the  Ministry  as  a  whole; 

d)  to  monitor  the  on-going  implementation  of  the 
program  and  evaluate  the  subsequent  outcome; 

e)  to  advise  the  Deputy  Minister  and  Policy  Committee 
on  the  progress  of  the  program  and  to  make 
recommendations  as  required; 

f)  to  prepare  an  annual  Affirmative  Action  Plan  to  be 
submitted, by  the  Deputy  Minister  to  Management  Board 
for  approval  ; 

g)  to  prepare  an  Annual  Report  on  the  program  at  the 
end  of  the  fiscal  year  for  the  Deputy  Minister's 
approval . 
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Guidelines  on  Affirmative  Action  for  Women  Crown  Employees 
April  1977  to  March  1980,  p.3. 
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III.  CURRENT  LEVEL  OF  SERVICE 


In  addition  to  the  activities  which  will  be 
carried  out  to  fulfill  the  commitments  in  the  action 
plan,  these  activities  will  be  continued. 

1 .  Policy  Committee  Involvement 

Policy  Co  mm ittee  will  continue  to  approve  the 
Ministry  Action  Plan  and  the  Women’s  Coordinator  will 
report  back  to  the  Committee  periodically  on  the 
results  achieved  by  the  program  and  the  need  for 
additional  initiatives. 

2 .  Ministry  Action  Plan 

Women's  Coordinator  will  coordinate  the  setting 
of  Ministry-wide  objectives  and  the  preparation  of 
the  Ministry  Action  Plan  for  submission  to  Management 
Board. 

3 .  Evaluat ion 


Women's  Coordinator  will  continue  to  evaluate  the 
Branch  Action  Plans  and  monitor  the  implementation  of 
those  plans. 

4 .  Women’s  Advisory  Committee 


The  27  member  Women's  Advisory  Commi ttee  (W.A.C.) 
will  continue  to  hold  regular  meetings  once  a  month 
to  identify  problems,  set  priorities  and  review  progress 

5 .  Regional  Program  Delivery 

Regional  Offices  will  continue  to  have  represent¬ 
ation  on  the  W.A.C. ,  receive  monthly  information 
packages  and  be  eligible  to  attend  any  Ministry  or 
interministerial  courses  offered  in  Toronto  or  the 
Regions  . 

6.  Data  Base 


Information  and  statistics  will  continue  to  be 
collected  and  analysed  on  staff  development  and  training 
recruitment,  selection  and  promotion,  and  additional 
topics  as  required. 

7.  Liaison  with  Personnel 


Meetings  will  be  held,  as  required,  between  the 
Women’s  Coordinator  and  Personnel  to  coordinate  efforts 
in  implementing  the  Affirmative  Action  program  and  to 
monitor  the  progress  of  the  program. 

8 .  Orientation 


Women's  Coordinator  will  outline  to  all  new 
employees  at  an  orientation  session,  the  program  and 
objectives  of  Affirmative  Action.  In  addition,  the 
Affirmative  Action  brochure  will  be  included  in  the 
orientation  kit  given  to  all  new  employees. 

9 .  Selection  Board  Policy  and  Procedures 

A  copy  of  the  procedures  will  be  sent  to  each 
manager  along  with  the  applications,  included  in  the 
interview  kit  given  each  board  member,  and  the  personnel 
officer  will  discuss  the  procedures  with  the  board 
before  beginning  the  interviews. 


-4- 


IV. 


1 0 .  Monitoring 

Women's  Coordinator  will  continue  to  monitor 
competitions  (Appendix  2). 

1 1 .  Salary  Review 

Any  alleged  salary  discrepancy  on  the  basis 
of  sex  that  is  reported  will  be  reviewed  by  the 
Women's  Coordinator.  The  Women's  Coordinator  will 
monitor  that  employees,  including  summer  student, 
with  equivalent  qualifications  and  experience  are 
hired  at  the  same  salary  for  the  same  level  of  work. 

1 2 .  Performance  Appraisals 

These  appraisals  are  T.E.I.A.  policy  and  will 
be  carried  out  in  accordance  with  the  Human  Resources 
Development  plan. 

13.  Permanent  Part-Time 


Continue  to  assist  employees  who  wish  to  work 
part-time . 

1 4 .  Counselling 


Women's  Coordinator  will  be  available  to  provide 
counselling  to  employees,  making  full  use  of  resources 
available  through  Personnel  and  the  Civil  Service 
Co mm is  s ion . 

15 .  Career  Development  Workshops 

One  per  year,  more  if  demand  requires.  Now 
offered  to  men  and  women. 

1 6 .  Resume  and  Interview  Workshops 

One  per  year,  more  if  demand  required. 

1 7 .  Annual  Report 

At  the  end  of  the  fiscal  year,  the  Women's 

Coordinator  will  prepare  an  annual  status  report  on 
the  Program. 


OBJECTIVES  AND  COMMITMENTS 

The  Ministry's  prime  objective  is  to  perform  its 
function  well  and  to  fully  utilize  all  its  human  resources 
in  order  that  this  objective  be  met.  The  Ministry  is  more 
than  willing  to  identify  women  employees  who  have  further 
potential  and  to  use  the  resources  available  for  staff 
training  and  development  to  help  prepare  these  women  to 
compete  effectively  for  positions. 

In  T.E.I.A. 's  Affirmative  Action  Plan,  September 
1975,  three  broad  objectives  for  the  program  were  stated. 
There  has  been  considerable  progress  made  in  meeting 
these  objectives  over  the  past  two  and  a  half  years. 
However,  there  is  still  work  to  be  done.  The  following 
section  re-states  the  objectives  of  the  program  and 
outlines  for  each  objective,  specific  commitments  for 
this  fiscal  year,  as  well  as  the  activities  to  be 
undertaken  to  fulfill  each  commitment. 


. 
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OB JECTIVE  1 


To  acquaint  employees  with  the  need, 
purposes  and  mechanisms  for  affirmative 
action  for  women. 

Commitment 

1-A:  En*ure  that  every  manage*,  participate*  in  the 

Affirmative  Action  goal-*etting  proce **. 

Activities 


1.  Women's  Coordinator  will  meet  individually  with 
each  Branch  Director  to  discuss  their  Branch  plans  and 
the  manager's  accountability. 

Completion  by  July  15,  1977. 

2.  Branch  Directors  will  file  their  Branch  Action 
Plan  (Appendix  3)  with  their  Executive  Director. 
Completion  by  August  31,  1977. 

3.  Executive  Directors  will  file  an  amalgamated 
divisional  plan  with  the  Women's  Coordinator. 
Completion  by  August  31,  1977. 

4.  Women's  Coordinator  will  file  an  updated  MBR 
which  will  state  corporate  goals  for  1977/78  with 
regard  to  job  enrichments,  bridge  jobs,  job  rotations, 
and  accelerated  career  developments. 

Completion  by  October  31,  1977. 

Commitment 

1-8:  To  reinforce  the  employee'  *  awarene **  of 

the  purpose  and  objective *  of  the  program. 

Activities 


1.  Deputy  Minister  will  circulate  to  all  Branch 
Directors,  Executive  Directors  and  Assistant  Deputies 
the  Summary  of  the  Second  Annual  Report  of  the  Executive 
Coordinator  of  Women's  Programs,  the  chapter  of  the 
above  report  dealing  with  T.E.I.A.  and  the  Guidelines 

on  Affirmative  Action  recently  issued  by  Management 
Board  with  a  covering  letter  indicating  his  continuing 
support  of  the  program  and  its  policies. 

Completion  by  May  30,  1977. 

2.  Copies  of  this  action  plan  will  be  sent  to 
all  Branch  Directors  and  the  W.A.C.  representatives 
for  circulation  in  the  Branch. 

Completion  by  May  31,  1977. 

3.  Directors  will  meet  with  their  staff  to  review 
the  Branch's  Affirmative  Action  objectives  and  to 
reinforce  the  need  for  these  policies  and  goals. 
Completed  by  October  31,  1977. 

OBJECTIVE  II 


To  foster  Ministry  programs  and  policies 
which  provide  career  development  for  women. 

Commitment 

II-A:  Identify  women  who  *hou.ld  receive  accelerated 

career  development,  ( i.e .  immediate  promotional 
or  developmental  move*)  and  * et  objective*  for 
*  Lich  development. 


Ac  tivit ies : 
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1.  Promote  a  policy  that,  in  TEIA,  women  designated 
by  their  managers  to  receive  accelerated  career 
development,  will  be  given  consideration  similar  to 
the  consideration  given  employees  in  positions  that 
are  delared  redundant.  (Appendix  4).  Approved. 

2.  Women's  Coordinator  will  distribute  Career 
Development  Review  forms  to  all  women  earning  less 
than  $17,000.  Any  women  wishing  to  be  reviewed  will 
complete  form  and  return  to  Women's  Coordinator.  When 
the  degree  of  interest  is  known,  Women's  Coordinator 
will  suggest  to  Policy  Committee  a  timetable  for 
managers  to  follow  when  completing  the  reviews. 
Distribution  of  forms  -  June  30,  1977. 

Return  of  forms  by  women  -  July  31,  1977. 

3.  Directors,  in  conjunction  with  their  Executive 
Directors,  will  prepare  for  Policy  Committee  approval 
a  "short  list"  of  women  to  receive  accelerated  career 
development  and  suggest  possible  developmental  moves. 
Completion  by  August  31,  1977. 

4.  Women's  Coordinator  will  monitor  the  progress  of 
these  developmental  plans. 

5.  Creation  of  a  career  inventory  of  all  women  in 
T.E.I.A.  which  will  be  used  for 

a)  initiating  developmental  moves 

b)  invitations  to  enter  competitions. 

Completion  by  September  30,  1977. 

Commitment 

II -8:  To  continue,  to  provide  cuitbtance  {-on.  women  wko 
wti>k  to  fauAtkeA.  theJji  casieeAA. 

Activities  : 

1.  T.E.I.A.  will  encourage  C.S.C.  to  sponsor  courses 
similar  to  pilot  workshop  for  Professional  and  Management 
Women,  developed  for  T.E.I.A.  by  an  outside  consultant 
(Appendix  6).  If  this  attempt  unsuccessful,  T.E.I.A. 
will  continue  to  offer  course  on  a  charge-back  basis, 

as  demand  requires. 

2.  T.E.I.A.  will  encourage  C.S.C.  to  sponsor  an 
advanced  course  for  senior  women  (Appendix  7).  If  this 
attempt  is  unsuccessful,  T.E.I.A.  will  offer  the  course 
as  demand  requires. 

3.  Questionnaires  will  be  distributed  to  all  partici¬ 
pants  of  Career  Development  Workshops  to  see  what  progress 
they  have  made,  and  if  they  have  identified  any  further 
needs  that  could  be  met  through  additional  courses. 
Completion  November  30,  1977. 

4.  To  assist  T.E.I.A.  employees  with  their  career 
planning,  a  series  of  noon-hour  sessions  will  be  develop¬ 
ed  to  highlight  various  areas  of  the  Ministry  in  order 

to  identify  the  programs  of  the  division,  possible  career 
ladders  and  the  skills  utilized  in  the  Branch. 

Completion  August  31,  1977. 

5.  Guidelines  will  be  prepared  to  ensure  that  candidates 
for  jobs  are  fully  aware  of  their  rights  under  the  Human 
Right  s  Code . 

Completion  by  May  31,  1977. 
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OBJECTIVE  III 


To  investigate  the  current  job  functions  and 
job  levels  where  women  are  not  present  in 
the  Ministry  and  to  increase  the  opportunities 
for  women  to  compete  effectively  for  these 
positions  and  thereby  increase  the  number  of 
women  in  those  functions  and  levels. 

Commitment 

III-A:  To  enAuxe  that  the.  afie.cn>  whexe  women  axe  imdex- 

AepxeA  ented  axe  widely  known  and  that  positive 
6tep-5  an.e  taken  to  incxeaie  the  numb  ex  o 
qualified  women  con^sidexed  {ox  po^itionA  in 
thei>e  axecu> . 

Activities : 

1.  Women’s  Coordinator  will  prepare  and  distribute 
to  managers  an  updated  analysis  of  job  classifications 
and  levels  where  women  are  under-represented  in  the 
Minis  try . 

Completion  by  June  30,  1977. 

2.  Managers  of  areas  in  which  women  are  under¬ 
represented  will,  with  the  assistance  of  the  Women's 
Coordinator,  develop  possible  areas  of  search  for 
outreach  recruitment  of  qualified  women. 

Completion  by  December  31,  1977. 

3.  As  positions  become  vacant  in  areas  of  female 
under-representation,  the  T.E.I.A.  career  inventory 
will  be  used  to  identify  qualified  women  who  would 
benefit  from  a  developmental  move  into  the  area. 

4.  As  positions  become  vacant  in  areas  of  female 
under-representation,  the  Women's  Coordinator  will 
contact  other  Women's  Coordinators  for  list  of  qualified 
women  from  other  Ministries  who  should  be  invited  to 
submit  their  applications. 

5.  Women's  Coordinator  will  continue  to  monitor 
competitions  (Appendix  2),  to  ensure  that  all  qualified 
women  are  seriously  considered  by  the  selection  board 
and  that  consideration  is  given  as  well  to  "borderline" 
candidates  who  lack  the  formal  qualifications. 
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Appendix  1 


ROLE  OF  THE  MANAGER 


1.  File  an  updated  Branch  Action  Plan  with  your  Executive 
Director  by  July  31,  1977.  Be  specific  about  goals  for 
1977/78  as  these  must  be  included  in  the  updated  MBR 

which  will  be  submitted  to  Management  Board  in  October  1977. 

2.  Executive  Directors  will  file  amalgamated  divisional  plans 
with  Women's  Coordinator  by  August  31,  1977. 

3.  Select  women  meriting  immediate  Accelerated  Career  Develop¬ 
ment  (Appendix  4).  Completion  of  a  divisional  list  for 
discussion  at  Policy  Committee  by  August  31,  1977. 

4.  At  each  employee's  annual  review  complete  a  performance 
evaluation  and  do  a  job  analysis  to  ensure  that  the 
position  classification  accurately  reflects  the  job  being 
done  and  to  provide  a  basis  for  job  re-design  and  re¬ 
structuring  if  significant  change  has  occurred  in  terms 

of  workload,  responsibilities  or  complexity  of  operations. 

5.  Encourage  staff,  especially  those  in  general  service 
categories,  to  take  advantage  of  training  and  courses. 

The  policy  in  T.E.I.A.  for  Tuition  Assistance  states  that 
a  manager  may  give  such  assistance  for  courses  which  are 
non-job  related  but  which  in  the  manager's  judgment  will 
contribute  to  the  employee's  future  career  development. 

Ensure  that  all  employees  are  aware  of  this  policy. 

6.  When  a  vacancy  occurs,  make  use  of  the  Ministry  Career 
Inventory  to  see  if  there  are  qualified  women  who  would 
benefit  from  a  developmental  move  and  who  should  be  invited 
to  apply. 

7.  You  will  be  notified  if  a  competition  in  your  area  is  being 
monitored  (Appendix  2).  If  the  Women's  Coordinator  suggests 
women  who  should  be  considered  for  interviews,  notify  the 
Women's  Coordinator,  prior  to  the  interviews,  of  either 

your  agreement  or  disagreement  (and  why)  with  her  suggestions. 

8.  Managers  of  areas  where  women  are  under-represented  will 
develop  possible  areas  of  search  for  outreach  recruitment 
of  qualified  women. 

Completion  by  December  31,  1977. 

9.  Hold  a  branch  meeting  with  all  staff  to  review  the  Ministry's 
equal  opportunity  policy  and  the  Affirmative  Action  Program 
and  to  promote  understanding  of  its  benefits  and  objectives. 
Completion  by  October  31,  1977. 


' 
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MONITORING 

In  1974  the  Women  Crown  Employees'  Office  monitored  50 
competitions  across  the  Ontario  Public  Service  in  an  effort  to 
"sensitize  the  recruitment  process"  and  ensure  equitable  treatment 
for  women  applicants.  This  experience  indicated  a  need  to  expand 
the  basis  for  monitoring  and  consequently  the  Women's  Coordinator 
decided  to  monitor  competitions  in  T.E.I.A. 

The  objectives  of  monitoring  are  to  continue  the  sensitization 
process,  to  ensure  that  qualified  women  are  interviewed,  and  to 
make  the  Women's  Coordinator  more  familiar  with  the  various  Minis  tr 
programs  and  the  staffing  needs,  required  qualifications  and  types 
of  positions  within  these  programs. 

Competitions  will  be  monitored  for 

a)  senior  positions 

b)  positions  in  areas  where  women  are  under-represented 

c)  bridge  jobs 

The  steps  in  the  monitoring  process  are: 


STEPS 


1.  Forward  copy  of  job  ad/ 
request  for  advertising 
to  Women's  Coordinator. 

2.  Review  the  job  ad. 

3.  Notification  of  intent 
to  monitor  in-depth  to 
personnel  officer  and 
manag  er . 

OTHER 

IN-DEPTH  MONITORING  COMPETITIONS 


Contact  suitable 
applicants  from  Ministry 
inventory  and  send  copy 
of  all  contacted  to 
Women's  Coordinator. 


5.  When  competition  closes 
arrange  time  for  Women’s 
Coordinator  to  see  app¬ 
lications. 

N/A 


6.  Forward  list  of  all 

applicants  to  Women's 
-  Coordinator. 


7.  Review  applications  and 

make  suggestions  if  there 
are  qualified  female  app¬ 
licants  who  should  be 
considered  for  interviews.  N/A 


8.  Notification  of  list  of 
people  to  be  interviewed. 

9.  Explanation  if  women 
suggested  (see  point  #  7 ) 
are  not  interviewed. 

10.  When  decision  on  appoint¬ 
ment  is  made,  forward  copy 
of  f  o rm  showing : 
number  of  applicants  M  F 
"  qualified  M  F 

"  hired  M  F 


N/A 


N/A 


RESPONSIBILITY 


Personnel 

Women's  Coordinator 

Women's  Coordinator 


Per  sonnel / 

HRD  Coordinator 


Personnel 


Personnel 


Women's  Coordinator 


Personnel 


Manager 


P  e  r s  o  nne 1 
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ACCELERATED  CAREER  DEVELOPMENT 


After  a  "short  list"  of  women  eligible  for 
accelerated  career  development  has  been  approved 
by  Policy  Committee,  the  following  action  will  be 
taken  : 

1.  A  complete  profile  on  the  employee's  skills, 
interests  and  potential  will  be  prepared 

-  employee  will  supply  a  current  resume  and 
review  this  with  the  Director. 

2.  This  profile  will  be  circulated  by  Personnel 
Administration  Branch  to  all  Directors  and 
Executive  Directors  for  consideration  for 
vacancies  in  their  areas.  They  should 
report  back  to  Personnel  on  any  possibilities. 

3.  Employee  will  be  notified  of  all  suitable 
vacancies.  Employee  will  be  interviewed  for 
any  positions  they  apply  for  and,  if 
unsuccessful,  full  reasons  for  rejecting 
them  will  be  given  by  the  Chairman  of  the 
selection  board. 
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Ap  p  end ix  5 


Emolovee  Name 


Branch 


CAREER  DEVELOPMENT  REVIEW 
Position/ Classification 

Date  AoDointed  to  Position 


I .  Employee’s  Review 
1 .  Career  objectives 

What  are  your  immediate  and  long-term  goals  within  the  Ontario 
Public  Service? 


2 .  Developmental  requirements 

i)  What  work  assignments,  training,  or  development  experience(s) 
do  you  need  to  achieve  those  objectives?  (e.g.  rotation) 


ii)  What  courses/workshops/seminars  do  you  need  within  the  next 
two  or  three  years? 


iii)  What  j o b s / a s s i gnmen t s  would  you  like  to  be  considered  for  in 
the  next  two  or  three  years?  (Specify  position  and  branch  or 
ministry  if  possible.) 

lateral  -  _ 

promotional  -  _ 

other  -  _ 

3.  Next  career  move 


When  should  you  make  your  next  move  and  to  what  position  (in  or 
outside  the  ministry)? 


4  .  Other  comments  by  employee 


Employee's  signature 


Date 


Manager's  Review 

Career  Potential 

What  is  this  employee's  potential  for  career  advancement  within 
the  next  two  years  and  the  next  five  years?  (Choose  one  level  for 
each  time  period.) 

I n  2  In  5 

Level  years  years 

a)  sr.  management  (Exec.  Director. to  D/M)  _ 

b)  middle  "  (Prog.  Mgr.  to  Director) 

c)  sr.  professional  (e.g.  Sr.  Budget  Advisor)  _ 

d)  working  professional  (e.g.  Economist  3) 

e)  jr.  professional  or  trainee  (e.g.  F.0.1)  _  _ 

f)  supervisor,  tech,  or  admin.  _  _ 

g)  senior  admin. /tech.  (e.g.  Clerk  5,  Sec.  5)  _  _ 

h)  working  admin. /tech.  (e.g.  Clerk  3)  _  _ 

i)  junior  admin// tech.  (e.g.  Sec.  2)  _  _ 

j)  entry  level  clerk  /tech,  (mail  c lk/ c lk . ty p . )  _  _ 

k)  no  further  potential  for  advancement  due  to: 


Aids/barriers  to  advancement: 

What  particular  strengths  or  weaknesses  does  the  employee  now 
have  that  may  aid  or  obstruct  in  reaching  his/her  career  potential 


Current  utilization 

Based  on  the  present  job  requirements  and  the  employee's  potential 
he  or  she  is : 

Not  fully  utilized  _ 

Appropriately  placed  at  present  _ 

Not  meeting  all  job  requirements  because  .. 


Next  move 

Choose  one  or  more  of  these  alternatives: 

i)  This  employee's  next  move  should  be  made  by  _ 

time 


position 

branch/ minis  try 

o  r 

position 

branch/ministry 

o  r 

5 

position  b r an ch /minis t  ry 

ii)  This  employee  should  have  a  developmental  assignment  in 


nature  of  job 

in  _ ,  for  _ 

branch/ministry  time 

in  order  to  _ _ _ 

,  purpose 

iii)  No  change  recommended  at  present  since  ... 


Review  of  situation  recommended  in 


iv)  Requires  more  extensive  counselling  in 


t  ime 


15- 


III . 


IV. 


A  R  E  E  P,  D  ::  V  E  L  0  P  M  I'  N  T  R  F.  V  I  F  l ; 

P  v  e  1  o  n  c  n  t  a  1  r  o  quit  c  m  o  r.  t  s 

i  )  In  cl  i  c  ate  whether  you  agree  or 
requirements  outlined  above  by 
additional  r  e  c  o  m m e  n d  a  t i o  n  a  or 


P 


disagree  v i t h  developmental 
the  employee.  Add  your  own 
plans  in  progress. 


ii) 


How 

a  ) 

can  these  requirements  be  filled: 

within  your  branch? 

sped: 

y  type 

b  ) 

within 

the  ministry? 

specify  type 

and  branch 

c  ) 

within 

the  OPS? 

specify  type 

and  ministry 

d) 

within 

another  o r g an i z a t i on / p r o g r an ? 

(e . g .  Ca  ree  r 

Assignment  Program,  university  credit  course) 


e) 


specify 

need  further  information  on 
to  fulfill  requirement. 


specify 


...Oth  e  r  co  one  n  t  s  by  m  a  nag  er 


Manager's  signature 


Date 


Employee's  comments  on  assessment 

This  career  development  review  has  been  discussed  with  me. 


Employee's  signature 

Comments : 


Date 


Reviewers '  comments  (Director,  Executive  Director,  etc.) 


Revic  w  e  r  '  s  s  ,i  g  n  a  L  u  r  e 


Pv  c>  v 


•  v;  e  r 


,  n  a  t  u  r 
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WORKSHOP 


Day  1 
9  :  00 


12:00 
1 :  00 

4  :  30 

Day  2 
9  :  00 

12:00 
1 :  00 
4  :  30 
7  :  30 


Day  3 
9  :  00 
12:00 
1  :  00 

4  :  30 
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FOR  PROFESSIONAL  AND  MANAGEMENT  WOMEN 


AGENDA 


Introduc tions 
Outline  of  Agenda 
Self-Assessment  Exercise 

Mini-lecture  -  Status  of  Working  Women 

-  Lunch  - 

Mini-lecture  -  Effects  of  Socialization  on 

Behaviour  in  Organization 

Identification  of  Problems  Unique  to 

Working  Women 

Communications  Skills  -  Giving  and 

Receiving  Feedback 

Communications  Skills  -  Assertive  Training 
Problem  Solving  Strategies 

-  Lunch  - 

Overview  of  Approach  to  Career  Planning 

Evening  Discussion 

"Outlook  on  Opportunities  in  the  OPS"  - 

a  discussion  with  senior  level  resource 
speakers  (D.M.  and  A.D.M.  level)  - 
various  ministries. 

Career  Planning  Exercises 

-  Lunch  - 

Mini-lecture  -  Maximizing  Personal  Power 
Goal-setting  for  Personal  Effectiveness 
Workshop  Evaluation 


( 
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ADVANCED  DEVELOPMENT  COURSE 

Length  of  Course:  1  day 

Number  of  Participants:  4 

Location:  Ministry  of  Education 

Video  Production  Studio 

This  course  is  designed  for  women  in  senior  management 
whose  responsibilities  include  making  public  presentations  -  -  - 
and  those  who  must  go  through  the  selection  board  process. 

The  emphasis  on  the  course  is  placed  on  group  participation 
through  the  use  of  role-playing  situations.  Participants  go  through 
the  interviews  from  both  sides  of  the  table. 

Participants  are  asked  to  bring  a  copy  of  their  resume, 
a  completed  Civil  Service  Application  form  and  a  written 
presentation  not  longer  than  5  minutes  in  length  on  the  topic 
"My  Career  Objectives". 

Course  Schedule 

9:00  a .  m .  Introduction  to  the  course 

Review  of  the  important  points  to  be  covered 
in  a  resume 

Discussion  of  the  participants’  resume 
Discussion  of  the  point  style  versus  narrative 
style  of  resume 

Coffee  Break 

Presentation  of  participants'  five  minute 
speeches  (video  taped  and  played  back  for 
critique) 

Lunch 

Role-playing  interview  situation  for  selection 
board 

Coffee  Break 

Techniques  for  improving  presentation  styles 
Panel  of  participants  video  taped  and  played 
back  for  critique 


10  :  00 
10  :  30 

12  :  00 
1:00  p . m . 

2  :  30 

3  :  00 


Cost  of  Course:  $500  for  four  pa 


n  t  s 


" 
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ALLOCATION  OF  RESOURCES 
AFFIRMATIVE  ACTION  PROGRAM 


1977/78 

1978/79 

1979/80 

Salaries  and  benefits 

$ 

$ 

$ 

Women’s  Coordinator, 

Program  Assistant 

30,000 

31 , 500 

33 ,000 

Staff  Development  & 

Training 

1,000 

1 , 500 

2,000 

31,000 

33,000 

35,000 

Direct  Operating  Expenses 

Travel  and  Communications 

1,000 

1,500 

2 , 000 

Supplies,  equipment, 
publicat ions 

2,500 

3 , 000 

3 ,500 

Services 

18 , 000 

20 , 000 

22,500 

21  ,500 

24 , 500 

28 , 000 

Total 

52,500 

57,500 

63 , 000 

HF/5549.5/.A34/A44 

Ontario.  Ministry  of  Treasury, 

Affirmative  action  plan 

gkpa 

1977  c.l  mai 


